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Job Description 

PMER Officer 

            

Function:   

Planning Monitoring, 
Evaluation and Reporting 
Officer 

Grade: 
C1 

Department:  Programs 
Unit:  PMER 

Place of Employment:  
 
Duty Station:                     

Monrovia  
 
HQ 

Contract Duration: 
 

Fix term 

Direct Supervisor Secretary General  
 

 
Technical Supervisor:  Secretary General 

   
Job Purpose:  
 
Reporting to the National Society Development (NSD), the PMER Officer will work closely with the 
programs team to ensure the efficient and effective planning, monitoring and reporting (PMER) of 
LNRCS interventions. The PMER Officer is responsible to support and train program staff as well as 
LNRCS staff and volunteers at chapter and branch level in PMER. 
 
The PMER Officer will work with LNRCS counterparts to strengthen the planning, monitoring, 
evaluation and reporting capacity of the national society through on-the-job training. The PMER 
Officer will also provide support in organizing, analysing and consolidating monthly programs 
progress reports and in carrying out research assessments and evaluations that are intended to 
improve and promote the works of the LNRCS. 
 
The PMER Officer will also provide technical support in the production of any dref or appeal and 
contribute to proposal writing for donors in collaboration with IFRC, ICRC, PNS or others partners. 
 
Lateral Relationships 
 
Build effective working relationships with other departments, chapters and branches and ensure the 
flow of relevant information in both directions 
  
Qualification and Experience: 

 Education  Relevant University Degree in Social Sciences, Programme 
Management etc. 

                                                                                           

 Project Proposal, Report Writing, M&E Courses etc.   

Experience  03 years related working experience in project 

management or in humanitarian organization  

 Proficiency in analytical report writing 

 Significant experience in monitoring large-scale projects, 
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and familiarity with results-based management concepts. 

 Experiencing from designing and conducting assessments, 

baseline and end line surveys and evaluations and 

compiling reports. 

 Experience in setting up and managing database for 

program data. 

 Knowledge and Skills  Computer literate  (Window, spreadsheets, word 

processing and PowerPoint 

 Good facilitation and report writing skills 

 Ability to train, coach and mentor staff and volunteers 

 Strong leadership skills including strategic thinking and 

coordination. 

 Skilled in use of data analysis packages (Excel, SPSS, EPI 

Info, STATA, etc.) 

 Language:  Advanced level of English, written and spoken 

 

1. Work towards the achievement of the National Society's mandate in the country through                                                                                                              
effective managerial and lateral relationships and teamwork. 
 

2.  Ensure understanding of roles, responsibilities, lateral relationships and accountabilities. 
 

Job Duties and Responsibilities: 

A - Objective 1: Develop the PMER capacity of the LNRC Programs team and staff 

- Develop training materials and provide appropriate training for LNRCS staff and volunteers 

to fulfil their PMER responsibilities 

- Strengthen the capacity of program staff in producing accurate, regular, effective, timely and 

factual narrative reports to partners and donors 

- Organize annual/semi-annual ‘’good practices’’ discussion within the LNRCS programs team 

and other relevant staff and volunteers 

- Ensure the quality and outputs of the LNRCS reports in managing the reporting system to 

meet donors/PNS and IFRC requirements. 

 
 

B - Objective 2: Reporting 

- Guide and provide technical support to the programs team and chapters/branches in the 

development of monthly, annual and final program reports. 

- Assist the National Society Development (NSD) to monitor programs activities and reporting 

relevant and accurate information 

- Work closely with the programs and chapters and branches to identify existing monitoring 

and evaluation mechanisms in the LNRCS’s Plan of Action to ensure that reports incorporate 

accurate and relevant information 
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- Provide technical support and quality assurance to Chapters and Branches and program staff 

in preparation of qualitative progress reports of all LNRCS’ programs/project, for internal 

and external audiences. 

- Ensure sufficient quality of LNRCS reports in meeting donors and partner requirements. 

 
C - Objective 3: Support assessments, surveys, data management and evaluations 

- Provide technical support to assessments and baseline and end line surveys for all programs 

and projects requiring one 

- Assist in the setting up and management of databases using user friendly database software 

(Excel, SPSS, STATA, Epi Info) 

- Set up appropriate internal and external reporting systems 

- Provide technical support to evaluations and support the use of evaluation results within the 

National Society. 

 
D - Objective 4: Updating and/or developing a PMER systems for LNRCS 

- Reviewing existing PMER systems and updating/developing them to fit the current needs of 

LNRCS 

- Developing as needed, user friendly manuals and tools to support the use of the PMER 

system. 

 
E - Objective 5: Contribute to communication and Network activities 

- Collaborate with communication unit on information sharing 

- Liaise with other PMER counter parts for networking and sharing experiences. 

 

F – Objective 6: Contribute to resource mobilisation activities 

 

- Support production of any dref or appeal and contribute to proposal writing for donors in 
collaboration with partners 

 
F – Others Duties and Tasks 

- Perform any other work related duties and responsibilities that may be assigned by the line 

manager 

 
 
HOW TO APPLY:  

The deadline for submissions of letter of Application, CV and all other relevant certificates and 

documents is September 24, 2019 4:30 PM.  All applications should be submitted to 

lnrcs.recruitment2016@liberian-redcross.org  Please mention “PMER” in the subject line. 

mailto:lnrcs.recruitment2016@liberian-redcross.org

